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SUBJECT: Persomnel File Procmiure, Sugpestions
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1. It is suggested that comsideration de given $0 installing & serisl

muber system Cor persopuel files. A brief description of the system and 1is
adventagss 1s outlined below:

2. Syetew
1. Esch file made W is sssigned & serisl nusber from &
registry book (1.e., .
2. A strip insert is placed in a visible retary index {standard

Remington Rend equipwent) alphabetically with the aumber (#986) showing

3. mrmumoammu-mmmamﬁesm

b. Advestages

1. Misfiling is elwost impossible., Anyone who can count can
o it very accirately.

2, Pulling files is quick and suwe. One exire step, determining
the sertal mmber ¢f & file, is involved but this step is very rapid., Once
the serinl mumber is detesmined, the pulling of the file 1s extremely fast.

3. memrﬂ.a expansion is complstely aolved, Internal re-
shuffling is elinissted, Piles are always added at the end.

h. Plie imventery is very siszple. Uhen nusbers do not read
conamcutively, & file is dut. I there is no "out” card, it is per se
mwm.

5. Security is ephanced since & file on a desk reflects only
its nuber to the ¢asual cbserver,

6. The exsot nusber of files outstanding is always kaown.

T. Card iadex files can be elininated by substituting the
rotary index on which & coding considereble informstion can be
represanted,

c. Dissdvasteges
1, The principsl disadwnntage is in lwposing swch e system cu wa
already establiebed fils ¢f considersbls size. This difficulty is not in-
supareble and is short rup when nssessed in light of the long run implie-
ktney pSrmtcliiomzbline. CIA:RDP61:00274A000200010033-9



